
TC : THE CITY COUNCIL 
FROM: THE CITY MANAGER'S OFFICE 

COUNCIL MEETING DATE: 
Novemher 1, 1989 

SUBJECT: New Class Specification 

PREPARED BY: 

RECOMMENDEI) ACTION: 

BACKGROUND INFOM4TION : 

m/la 
Attachments 
COUNCO12/mTA.O4P 

Personnel Director 

That the City Council approve the new class specificati 
(Resolution 69-1 5 2) for: 

Senior Services Coordi-ator 

This new class specification provides an accurate listing 
of job tasks and the qualifications required for this new 
position at the Cornunity Center. 

This is a routine action with fiscal 
provided in the 89-90 budget. The sa 
been set at $2159 - $2624; this is th 
assigned to Rec 
skills, knowled 
be included in 

The Community Center Director has work 
Personnel Department and concurs with 
classification. 

Personnel Director 
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CITY OF M D I  

Senior Services Coordinator 

DEFINITION: 

Under general supervision, plans, Fromotes, organizes and directs health and 
recreational programs for senior adtlts; coordinates volunteer programs, and 
schedules events for the City's Conmnity Center complex; perfcrms related work 
as required. 

DISTINGUISHING CHARACTERISTICS: 

This class is distinguished from the Community Center Director in that the 
latter has overall administrative responsibility for the City of Lodi's 
Community Center. 

Supervision Received and Fxercised 

Receives general direction from the Community Center Director. 
Exercises direct supervision over assigned volunteer staff. 

EXAMPLES OF DUTIES: Duties may include but are not limited to the following: 

Develops, plaas, and organizes health and recreational programs for senior 
adults; directs the development of new programs for senior adults and the 
reviews current programs for effectiveness; develops and reviews surveys 
to determine interests of senior adults; recommends programs to be offered 
and identifies resources required to implement them; serves as staff 
liaison with Senior Citizens Commission and Foundation Board; establishes 
and maintains effective working relationships with heal th  care providers, 
social service sgencies and senior adult organizations; responsible for 
overseeing the coordination of the Senior Adult Information and Referral 
Center by offering assistance, answering questions an2 providing essential 
referral information. 

contract staff, provides and coordinates staff direction and training. 

theater bookings, special events, leisure classes, aquatic programs and 
senior adult activities; process booking payments. 

brochures; coordinates printing of publicity materials. 

program offerings and coordination of cervices. 

Develops and maintains a volunteer program; responsible for the selection of 

Oversees the scheduling of the use of the Community Center for recreation, 

Prepares publicity for events, including news releases, flyers, pamphlets and 

Coordinates and interacts with officials and community groups regarding 

Assists in determining methods and resources for fund-raising and donations. 
Heets with and makes presentations to clubs, organizations and special groups 

to promote the Community Center facility. 
Prepares monthly, and annual statistical reports, budgets and other records 

related to senior adult programs and recreation Projects and programs. 



CITY OF LODI 
Senior  Serv ices  coordinator  

MINIMUM CUALIFICATIONS: 

Knowledge o f :  

Methods and t e c h n i q w s  c?f cmprehens ive  recreational and h e a l t h  r e l a t e d  

General  p r i n c i p l e s  of program planning and eva lua t ion .  
phys ica l ,  psychological  and wel lness  needs of sen io rs .  
P r i n c i p l e s  of supervis ion.  

S k i l l  in :  

Develop and d i r e c t  h e a l t h- r e l a t e d  and r e c r e a t i o n  programs adapted t o  t h e  

Speak and write persuasively  and e f f e c t i v e l y .  
E s t a b l i s h  and maintain cooperat ive  working r e l a t i o n s h i p s  wi th  thosc contactod 

Work wi th  a v a r i e t y  of people who have var ious  needs, i n t e r e s t s  and abilities. 
Counsel s e n i o r  a d u l t s ,  m a k e  r e f e r r a l s  and a s s i s t  wi th  h e a l t h  r e l a t e d  needs. 
Plan,  organize  and review work of p a i d  and vo lun tee r  s t a f f .  

EDUCATION AND EXPERIENCE: 

Any equivalent  combination of exper ience and educat ion t h a t  would l i k e l y  
provide t h e  required knowledge mi? zbl i i t i ec  would be: 

a c t i v i t i e s  f o r  seniors. 

p a r t i c u l a r  needs of seniors. 

i n  t h e  course of work. 

Education : 

Bachelor ' s  degree i n  r e c r e a t i o n ,  h e a l t h  admin i s t ra t ion ,  gerontology or r e l a t e d  
f i e l d  . 
Experience: 

Two y e a r s  experience as a r e c r e a t i o n  p r o f e s s i o n a l  which incl!ldes working with 
s e n i o r  a d u l t s ,  a t  a community c e n t e r ,  or o t h e r  r e l a t e d ,  comparable experience.  

LICENSES A i i  CERTIFICATES: 

F .;session of a v a l i d  D r i v e r ' s  License ( C l a s s  C or 3) f r o =  t h e  Cal i forr i ia  
Department of Motor Vehicles.  



RESOLUTION NO. 89-152 

A RESOLUTION OF THE L O D I  CITY COUNCIL 
APPROVING THE NEW CLASS SPEC1 FICATIONS 

FOR SENIOR SERVICES COORDINATOR 

RESOLVED, t h a t  the Ci ty  Council of the  Ci ty  of t o d i  does hereby approve the  
new cliiss s p e c i f i c z t i o n s  f o r  Senior  Se rv ices  Cocrdinator,  a s  shown on t x h i b i t  
A ,  a t t ached  h e r e t o  snd thereby made a p a r t  hereof ,  

FURTHER RESOLVED, t h a t  t h i s  adjustment s h a l l  become e f f e c t i v e  November 1, 
198P. 

Dated: November 1, 1989 

I hereby c e r t i f y  t h a t  Resolut ion No. 89-152 was passed and adopted by t h e  
Cit.y Council o f  the Ci ty  o f  Lodi i n  a r e g u l a r  meeting held November 1, 19 
by the fol lowing vote:  

Ayes : 

Noes: Council Members - None 

Council Members - Hincfiman, Olson, Pinkerton and S n i d e r  (Mayor) 

Absent: Council Members - Reid 
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h L Y h  &nd& 
Alice  M. Re'mche 
C i t y  Clerk 
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November 1989 
CXTY OF LCDI 

Sen io r  S e r v i c e s  Coordina tor  

DEFINITION: 

l jnder g e n e r a l  supe rv i s ion ,  p l a n s ,  promotes,  o r g a n i z e s  and d i r e c t s  h e a l t h  2nd 
r e c r e a t i o n a l  programs f o r  s e n i o r  a d u l t s ;  c o o r d i n a t e s  v o l u n t e e r  programs,  and 
s c h e d u l e s  e v e 2 t s  f o r  t h e  C i t y ' s  Community Center  complex; p e r f o r n s  r e l a t e d  work 
as r e q u i r e d .  

DI: STI N G U I  S H I N G  CIVGACTERI STI C S  : 

? h i s  cless' is d i s t i n g u i s h e d  from t h e  Cornuni ty  Cenrer  Director i n  t h a t  t h e  
l a t t e r  h a s  o v e r a l l  a d m i n i s t r a t i v e  r e s p o n s i b i l i t y  f o r  t h e  C i t y  of  Lodi's 
Comuni ry  Cen te r .  

Supe rv i s ion  Received and Exe rc i sed  

Rece ives  g e n e r a l  d i r e c t i o n  from t h e  Community Center  Director. -.. uercises d i r e c t  s u p e r v i s i o n  o v e r  a s s i g n e d  v o l u n t e e r  staff. 

EXANPLES OF DUTIES: Dut ie s  may i n c l u d e  b u t  are n o t  l 5 x i t e d  t o  t h e  f o l l o w i n g :  

Develops,  p l a n s ,  2nd o r g a n i z e s  h e a i t !  end r e c r e a t i o n a l  proc;runs for s e n i o r  
a d u l t s ; ,  directs  tne development of new progruns  fo r  s e n i o r  a d u l t s  an6  t h e  
reviews c u r r e n t  programs f o r  e f f e c t i v e n e s s ;  develops  and reviews s u r v e y s  
t o  de termine  i n t e r e s t s  of s e n i o r  a d u l t s ;  recormends programs tc  be o f f e r e d  
and i d e n t i f i e s  resources r e q u i r e d  t o  implement them; serves es s t a f f  
liaison with  Senior  C i t i z e n s  Comnission and Founciation Board; e s t a b l i s n e s  
and n a i n t a i n s  e f f e c t i v e  working r e l z t i o n s h i p s  wi th  ne21L.h care p r o v i d e r s ,  
soc ia l  service agezc ie s  and s e n i o r  a d u l t  o r g a - ~ i z a t i o n s  ; r e s p o n s i b l e  for  
ove r see ing  t h e  c o o r d i n a t i o n  of t h e  Sen io r  Adul t  In fo rme t ion  and R e f e r r a l  
Center  by  o f f e r i n g  a s s i s t a n c e ,  answer in9  q u e s t i o n s  an6 p r o v i d i n g  e s s e n t i a l  
r e f e r r a l  informat ion .  

c o n t r a c t  s c a f f ,  p r o v i d e s  and c o o r 6 i n a t e s  s t e f f  d i r e c t i o n  an2 t r a i n i n s .  

t h e a t e r  bookings, special  e v s n t s ,  le isure  ciasses, a q u a t i c  proqruns and 
s e x i o r  a d u l t  a c y i v i t i e s ;  p r o c e s s  booking payments. 

b rocnures ;  coo rd ina t e s  p r i n t i n g  o f  p u b l i c i t y  m a t e r i e l s .  

?ro.;ram o f f e r i n s s  en6 c o o r d i n z t i o n  of s e - T i c e s .  

Develops anE n a i n i a i n s  2 v 6 l u n t e e r  p r o g r a n ;  r e s p o n s i b l e  :or t h e  selectior! of 

Oversees  t h e  s c n e a l l i n g  of t h e  u s e  of the Corniunity Center  f o r  r e c r e a t i o n ,  

? r e p a r e s  p u b l i c i t y  f c z  e v e n t s ,  inc ludinc ;  news r e i e e s e s ,  f l y e r s ,  pamphle ts  i;nd 

Coordina tes  and i n i e r a c t s  with o f f i c i a l s  an6 conmunity g roups  r e g a r d i n 9  

i..ssis=s i n  ae termininc  rncthocc and r e s o u r c e s  fo r  f u n c - r i i s l i l c  an2 o o n e t i c n s .  
!<eets 1:.itli a n d  mai:~s p r e s e z z s t i o n s  :c c l u b s ,  orc2nFz2tiozs an2 specie1 crc-=r 

?G prom st^ :he C o ; r i i ~ n i t ~ l  Center  facility. 
? r e p a r e s  monthly, and 2 n n l ~ ; l  s:azistical reports, 5udge:s ariZ o t n e r  recores  

r e l a t e d  tc se.-.ior i d ~ l :  p r c c r ~ . : ~  a n ?  rec reeL ion  p r o j c c x s  an:! ? r o ~ r & ~ - c .  
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CITY OF L9DI 
S e n i o r  Services Coord ina to r  
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I:nowledae of:  

b\etnods and t ecnn iques  of comprehensive r e c r e a t i o n s 1  and h e a l t h  r c l a t e d  

Genera l  p r i n c i p l e s  of p r o q r m l  p i ann ing  and e v a l u a t i o n .  
P h y s i c a l ,  p sycho log ica l  an2 w e i l n e s s  needs of s e n i o r s .  
P r i n c i p l e s  of s u p e r v i s i o n .  

a c t i v i t i e s  f o r  serriors. 

S k i l l  i n :  

Develop and d i r e c t  h e a l t h - r e l a t e d  and r e c r e a t i o r .  programs adapted  t o  t h e  

Speak and write p e r s u a s i v e l y  and e f f e c t i v e l y .  
E s t a b l i s h  and maincain c o o p e r a t i v e  working r e l a t i o n s h i p s  w i t h  t h o s e  c o n t a c t e d  

Work wi th  a v a r i e t y  qf p e o p l e  who have v a r i o u s  needs ,  i n t e r e s t s  and abilities. 
CoEnsel s e n i o r  a d u l t s ,  m a k e  r e f e r r a l s  and assist w i t h  h e a l t h  r e l a t e d  needs .  
P l a n ,  o rgan ize  and review work of peid and v d u l i t e e r  s t a f f .  

ED'JCATION AND EXPERIENCE : 

Any e q u i v a l e n t  combinat ion of sxpe r i ence  and e d u c a t i o n  t h a t  would l i k e l y  
p r o v i d e  t h e  r e q u i r e 6  knowiedqe end b i l i t i e s  wouid be: 

p a r t i c u l a r  needs of s e n i o r s .  

i n  t h e  c o u r s e  of work. 

Zduczt ion:  

B a c h e l o r ' s  Cearee i n  recre..tior., hea lyh  a k A n l s t r a t i o n ,  ge ron to logy  or r s l a t e d  
f i e i d .  

,! \.  


